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MEMORANDERM FOR THE RECORD W

SUBJECT: Spply Mansgement of Safes and Filing Cabinets

1. At 1000 hours 3 June 1952 & meeting was held in the Chief,
Bupply Division's office for the purpose of establishing supply policy
relative to requisitioming, disposition, stacdardization of safes and
filing equipment. In addition, required coordipation with the Records
¥anagement Stafl waz agreed ypon. The following personnel were present:

a, Chief, Supply Division
e Chief, Becords Management Staff
G Deputy Chief, Supply Division
d. Chief, Stock Manegement Brench
e. hief, Stock Control Braneh
ki Chief, I&I Staff
2. | | opened the meeting by stating that 1t wes mutually

sgreed upon between the Records Management SBtaff and the Supply Division
that:

&. Records Manasgement Staff and the Supply Mvision will see
to it that the Agency will get the best possible equipment.

b. The Agency will stock the minimum different kinds of
equipment as poasidle,

3« During the course of the meeting the following points were
discussed and mgreed upon:

B. Bupply Division will refer tc Records Mensgement Staff any
Canusual request for filing equipment. This will “nclude requirenents
for unusual large quantities, and reguirements fpr non-standerd items.

b. Any replenishment requisitions for stock will be coordinsted
with the Records Managenment Staff.

¢. The Agency will standardize on & four draver legal size safe
wlth spproved locks.
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SUBJECT: Bupply Management of Safes and Filing Cablnets

4. Only such other ecard elze safe will be siocked ap speclilfically
approved.

7t @. HNo more purchases will be made for safes and ﬁ.l;ng cabinets
for Headquarters use. I =

£. Substitutions of safes and filing cabinets will 'be made when~ ¢/

aver possible.
M
g. Chief, Records Manmgement 8tafl? agreed that it wes not necessary

to see nor approve RIA's for the disposition of filing egquipment.

AT SR g AT T,

k. In addition to the above it was agreed upon that the Supply Divisicn
would am.p, on an exbhange basis, 36 Herring Hell Marvin safes, stock # 7110~
05-T041, lettersize 4 dvawer and 17 Remington-Tand, b drawer lettersize to
for 53 each legal size Herring Hall Cabinets, ‘sh;ta has 'been concurred /
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STAT or/so/amf ppi[ | (5 June 1959)
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